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Figure 1.5
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5. Click OK to confirm the sort order that you selected; then click OK again to perform -

ing. To change this setting, dick the Options button in the Sort dialog box and check Case
Sensitive. With this option enabled, Excel sorts lowercase [etters ahead of capital fetters,

f By default, Excel does not distinguish between lowercase and capital letters when sort-
{
E

5% Tor the first time, Excel now allows your date or custom sort to appear
just the first one. Feel free, for example, to search by an inventory

date.

USING FITERS TO FIND SETS OF Data

When working with eables, you can use the Find shorteut (Ctrl+F} to search for any value in

the table. That technique is useful if you w

ant to jump quickly to a specific unique value in
the table, and it works whether your worksheet data is actually stored in

as any sort key, not
part number and then by .

a formal table with

column headings or not. Instead of simple searching, however, you'll often want to extract
details from a table instead of simply jumping to a single record. In that case, use filters to

hide all records except those that match eriteria that you specify.

"This is one of the biggest

advantages to using data in a table format, rather than using regular worlsheet data. You

identify trends.

Consider a table of numerous daily high, low, and closing stock
many companies. You might want to sec only those records in which the entry in the
Symbol column is equal to KO (that’s the Coca-Cola Company, for those who don't know

cannot filter worksheet data unless youve turned that data into a table with column head-
ings. After you do that, you can filter and do far more database-relaced operations with

your data to make your data much more useful than it would be in
For example, in a table that contains hundreds or thous
you sec a small number of related records together, m

a regular worksheet,
ands of rows, defining a flter helps
aking it easier to compare data and

prices that includes data for
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ticker symbols by heart). Or, if you import product inventory information from 2 database
into an Excel table, you can use filters to show only items that are currently out of stock,

making it easy to build a reorder table.

AutoFilter options let you select information by choosing from drop-down tables of unique
items in each column. You can also create custom filters using multiple criceria and combin-
ing criteria from multiple columns, or you ean display only the top 10 {or bottom 10) entries
in a table, by number or percentage, based on the contents of a single column.

{ Unlike sorts, which rearrange data in a table, filters do not change the underlying data.
| When you define a filter, you hide records that don't match the criteria that you define.

-» For an overview of Office standard Find and Replace tools, sse “Finding and
Replacing Text,” p. 82,

~% For details on database functions that let you analyze with data in tables, see
“Datgbase Functions,” . 618,

The easicst way to build a filter is with the help of Excel’ AutoFilter capability. When this
option is enabled, you can define criteria by choosing values from drop-down tables. As the
name implies, an AutoFilter applies the filter to your table automatically, as soon as you
select the criteria. When you understand how AutoFilters work, you can use them to narrow
even massive tables.

When you define a table (by clicking inside your data and then clicking the Home ribbon’s
Format as Table button to tansform the range to a table or by clicking the Insert ribbon’s
Tuble button to canvert a worksheet to a table or create a new table), the AutoFilter option
is enabled by default. For rables that are not explicidy defined, or where you have previously
disabled the AutoFilter feature, you can create an AutoFilter manually by clicking anywhere
in your table and clicking your Data ribbon’s Filter button.

When AutoFilter is on, a drop-down arrow appears to the right of each column heading in
your table, as shown in Figure 21.6. Click the arrow to the right of the column label that

you want to use as the first condition in the fiiter.
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Figure 21.8
Drop-down AutoFilter
tables let you narrow
your selection by
cheosing from all
unique values in that
column.
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Choose an item from the drop-down table to restrict the display to only rows that contain
that item, or choose any of the options shown in the following bulleted table. Excel applies
your criteria immediately, fltering out all rows except those that contain the value that you

selected.

sy

i
| Excel generates the drop-down table of AutoFilter values for each columin automatically
i by pulling out all unique values from that column. As a result, every item on the drop-
{ down table is guaranteed to be in that column, making it impossible to select an incor-
; rect value. AutoFilter tables always display in ascending order.

Depending on the type of data you flter—text or numeric, for example—the AutoFilter
drop-down list includes extra filters such as Text Filters and Number Filters that provide
advanced filters based on criteria you specify. Some of the more popular numeric filter

choices you'll find are the following:

@ Top 10—Show the highest or lowest numeric val-
ues in a table by number or by percentage. Don’t be
misled by the name—when you choose this option,
you sce a dialog box that lets you select any number
between 1 and 500; you can choase Bottom or "Top,
and you can specify percent as well. Use the settings
in Figure 21.7, for example, to display the top 5% of

all products in a table, based on the amount in the
selected column. If the table contains 2,000 iterns,

this setting will show anly the top 100.

Figure 21.7
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If Excel beeps or displays unespected results when you try to use the Top 10 oplion, see "Top 10 Is
for Numbers Oniy” in the “Troubleshooting” seclion ot the end of this chapter.

B Custom——Use comparison operators (covered in the next section) to define criteria.
You can combine up to two criteria using this option.

& Blanks—Display only records that contain no data in the selected column. This option
is available only if the selected column contains one or more blank cells.

& NonBlanks—Display all records that contain data in the selected column, hiding blank
records, This option is available only if the selected column contains one or more blank
cells.

8 All—Show all records in the table. Use this option to remove AutoFilter criteria from a

column.

AutoFilter criteria are cumulative; by combining criteria in different columns, you can suc-
cessively filter a table to display an increasingly selective group of records. Although you can
choose filter criteria in any order, it’s best to start with columns that include the fewest
options because the table of choices for succeeding columns will be narrower and easier to

scroll through.

When you apply a filter to a table, Excel changes the drop-down arrow to include a funnel
icon on the column that you selected to filter. That is your only indication that a particular
column is filtered. As the table in Figure 21.8 shows, Excel maintains the row numbers of
the underlying table when you use an AutoFilter, hiding all rows that don’t match the erice-

ria that you specified.

Figure 21.8
Because an AutoFilter
does not change the
data in the underlying
table, you'll see gaps
in row numbering
when you filter a
table.
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instead.

Figure 21.9

i Use the Custom
AutoFilter dialog box
to combine criteria; if
you need more than
two criteria, use an
Advanced Filter
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Io change AutoFilter eriteria, click che filter icon on the column heading to open the filter
options for that column again and select another value, I remove Autofilter criteria for a
single column, choose Clear Filter from Heading (where Heading is the title on vour column
heading). To remove all AutoFilter criteria from the table as you might want to do if you've
filtered multiple colunns and no longer want to do so, click the Clear button on the Data

ribbon. The drop-down arrows disappear from all column headings.

Excel does not automatically retain custom sets of Autolflter criteria. When you save a
warksheet that contains an AutoFiltered table, your table appears with AutoFilter settings
intact when you reepen it. However, as soon as you choose a different AutoFilter aption for
a column (or disable the AutoFilter option completely), Excel discards any custont criteria

that you've created for that column. To reapply those same AutoFilter eriteria, you have to
create @ custom view or reenter the eriteria,

UsinG ComMPARISON CRITERIA TO CRrEATE CUSTOM FILTERS

The drop-down AutoFilter table for cach column allows v

ou to select one and only one spe-
cific value. In some cases, that limitagon gets in the way of finding the information that you
need. For example, what if you want to search through your product table and find all items

whose price is less than $10? Or, what if you want to find items whose name includes the
text “puppy™? 'To create complex criteria in an AutoTiltered table, click the Tilters option to
display the filter options and select Custom Filter from the list that appears.

The Custom AutoFilter dialog box (see Figure 21.9) en

ables you 1o use any of the foltowing
COMpParison operators:

stom Ao

.| Show roves whare:
" Cal=gory -

{pquals

Lz 7 to represent ary Eingfe character
[ Usa *to reprasant any series of charactars

Equals/does not equal

Is greater than/is less than

Is greater than or equal to/is less than or cqual to
Begins with/does not begin with

Ends with/does not end with

Contains/does not contain
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You can also combine two criteria for a single column using the logical operator AND, or use
the 0R operator to tell Excel that you want to see records that match either of the criteria
that you specify for that column.

Select a comparison operator for the first eriterion, and then click in the box to the right of
the comparison operator and enter the value that you want to use as a logical test. O, usc
the drop-down table to select from all unique values in the column. If you add a second cri-
terion for the same column, click And to select only rows in which both eriteria are true;
click Or to create a filter that shows rows in which either set of criteria is true.

i
Ve | you can easily work araund this limitation by using Excel’s capability to fiiter on criteria
ﬂ{@ ﬁ | for two or more columns at once. Make a copy of the column that you want fo use in

5

|

Although you're limited to only two criteria when you use AutoFilter's Custom optian,

your filter, and specify a separate set of criteria in the AutoFilter box for that column.

FILTERING WiTH ADVANCED CRITERIA

Compared with the one-click ease of AutoFilters, Excel’s advanced filters are downright
cumbersome. Still, they're the only way to accomplish some tasks, such as defining more
than three criteria for a single column or finding only unique values within a table that con-
tains duplicate entries. Advanced filters also let you specify more complex criteria than you
can use with AutoFilters, including criteria based on formulas.

To use advanced filters, start by creating a criteria range on the same worksheet that contains
the table. Criteria are conditions you set which limit what table records will appear in your
worksheet. You might, for example, wish to create a criteria so that only rows with inventory
quantities below 5 show up for a reordering report. Although you can add this range any-

~ where on the table, we strongly recommend that you place it directly above the table, where

it’s unlikely to be affected by any changes that you make to the sheet’s design. Allow a mini-
mum of three rows in the criteria range—one for the column labels, one for the criteria, and
one to serve as a separator between the table and the criteria range.

£l

Add one extra row for each set of criteria that you expect to use when filtering the table,
It almost all dircumstances, you can get by with a riteria range of five rows, which
allows you to add up to three sets of criteria for each column while still maintaining a
one-row separation between the criteria range and the table.

Copy the column labels from the table to the first row of the criteria range. The resulting
range should look something like the example shown in Figure 21.10, which also includes

several criteria.
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Figure 21.10
Always create the crite-
ria range above the
table, not belaw or
alongside it; that place-
ment keeps it from
being scrambled when
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=2 For more details on warling with namad ra » 528 "Using NMamed Ranges in
Formulas,” p. 80t

Begin entering criteria in the row just below the column labels. You ean enter text, numbers,
dates, ot logical values using comparison operators such as > and <. To find values that are
greater than or equal to a specific value, use the = operator. For example, >=1000 finds all
values greater than or equal to 1000 in the specified column; in a text column, <C finds al]
entries that begin with A or B.

You can enter values in more than one column and in more than ope row, When you do,
Excel interprets your input as follows:

B Lor values in more than one column within a single row, Excel looks for records that
match all values that you specify in the row, the equivalent of a logical anp,

m For values in the same column in separate rows, Excel displays records that match any
of the values, the equivalent of a logical oR.

In essence, each row in the criteria range equals a single condition. By mixing and matching
conditions, you can filter a table in different ways, including the following:

B Multiple conditions for one column—FEnter L Categoly
. onditon | . . Heverages
each conditon in a separate cell under the col- Candiments
umn [abel in the criteria range. In the example Confections
shown in Figure 21.11, any row contzining the
value Beverages, Condiments, or Confections in Figure 21.11

the Category column will match.

.. . L+ Catégory Oeantity PerUnit [ZORME Price’
One condition in each of several columns-— Beverages '>1g

Enter each condition under its respective column
label in the same row. The example in Figure
21.12 will match rows in which the value in the
Category column is Beverages and the price is
more than $10. Generally, this type of filter is
much easier to apply using an AutoFilter.

Figure 21.12
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@ Multiple conditions in multiple columns— Catagory - Guantiey, per e [ e Price|
o -onditons in i ; ' Beverages .. i, >10

Enter each set of conditions in its own TOW of Rt e i

the criteria range, and Excel will find rows in the ’

tsble that match either set. Figure 21.13 finds

any item in the Beverages category whose price is

more than $10, or any item in the Confections Categoty whose price is greater than

$20. This type of condition is nearly impossible to match with an AutoFilter.

Figure 21.13

e e e i P— 3
i
i

- To specify multiple criteria for the same column in the same row, add another column
{ heading in the criteria range, using the same column label (extend the criferia range, if

N —
é@f’- Mv% necessary, or replace the label for an existing cobumn for which you're not defining con-

. ditions). For example, if you have a column called Amount, add a second column tabel,
| also called Amount, to your criteria range. Then, when you enter >3000 in one cell and
<6000 in the other, both in the same row, Excel finds only records in which the Amount

is between 3000 and 6000.

If you enter text in a criteria range, Excel finds all matching records that begin with that |
text, Thus, if you enter the letter F under the Category labe, Excel finds all records whose
| category begins with E. To find only records that match the exact text that you specify, ?
| you must enter the value using the follawing format: ="=text” (where textis the value |

you want to use in your condition), Make sure ta include both equal signs.

t

you can create conditions based on formulas. Although formulas can be a powerful
r, and the syntax is confusing.
n the criteria range that matches

Finally,
way to filter a table, they are extremely challenging to ente
Unlike other conditions, which must appear under a label §
label in the table, you must not use a column label with a formula. Enter
abel, or change the label above it so that it does not
match a label in the table. Individual references in the formula should come from the col-
and the formulas must evaluate to TRUE or FALSE.

the corresponding
the formulas in a cell heneath a blank 1

umn label or the first record of the table,

« 21,14, note that we've changed the label in cell F1 to read Price

In the example in Figur
per from Unit Price that appears in the table. As you can see from the formula bar, the for-
the value in the Units in

rmula in cell F2 multiplies che quantity in the Unit Price cotlumn by
Stock column for the first row of the table (F7*G7) to see whether it's greater than 300.




Figure 21.14

The formula in cell E2
contains relative refer-
ences to values in the
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first row of the data-

base {row 7); note that
the label above it does
not match a label in
the table itself.

Enverages

Conetony

After you've created the criteria range and entered criteria, appl
following these steps:

L Click the Data ribbon’s Advanced button to display the
Advanced Filter dialog box (shown in Figare 21.15).

Note that the values shown here correspond to values in

Figure 21.16.

k

If the List Range option isn’t set to your entire table (the

word /ist is a carryover from previous Excel versions where
tables were called lists), click the List Range box and then

select the entire table, including the header row. (If you
selected the table before opening the Advanced Filter dia-
log box, this range is already selected.)
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Figure 21.15

3. If the Criteria Range option isn’t set to your criteria range, click in the Criteria Range

box and select the portion of the criteria range that contains data. At a minimum,

this

must include one column label and one cell bencath thae label. If your eriteria include

multiple rows, make sure that you select each row.

that you select must be a contiguous range.

#. Choose a destination for the Advanced Filter resules:

If your advanced filter doesn't work as you expect, see
“Troubleshooting” section at the end of this chapter.

The portion of the criteria range

® ‘Io filter the table in place, as an AutoFilter does, acce

Action.

option; then click in the Copy To box and select the cell

the range where you want the estracted records to appe

"Debugging Advanced Filters” in the

pt the default option under

o extract records to another location, click the Copy to Another Location

at the top-left corner of

ar (logically, this location

is called the extract range). This location must be on the same worksheet as the

table itself; if you want to extract specific
that correspond to the fields you want to

column from the table,

fields, you must include column labels
extract. You do not need to extract every
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o "To filter out duplicate records, select the Unique Records Only checl, .
filter the table in place, this option excludes those rows in which the "alu:\.‘ ];F you
every column are identical. If you extract the results to a new location aan in
4 subset of columns, Excel defines duplicates based only on the mlu‘“ns

d specify

in the

extract range.

By extracting unique records, you can quickly build a table of categories frop,
larger table like the one in the examples shown here. Use no conditions in t,
range. For the extract range, pick a cell below the table and enter the labe|

that you want to extract (Category, in this case). When you run the Advanceg FIE column
displays a table of all the unigue values in your Category column, with ng duplilct:tzfxce}

much
Criteria

nnw.‘_'NNM\

5. Click OK o apply the filter.

o

1

i N . .

‘1 Use range names to skip some steps in this process. If you create named rg
|

H

e cernctiny

1
Database and Extract, Excel autormatically selects them in the Advanced F;nerg;sa]cauid
og box

each litme you use it. Excel automatically creates a named criteria range eacy, i
use the Advanced Filter dialog box. e you

1

ion..

¥ Filter the ok, neglace
"1 Copy to anather location

g /Qﬂ /{%

R

Advanced filters don’t update automatically when you enter new values in the ¢
o> apply the new criteria, you need to reopen the Advanced Criteria dialog boy
OK. To remove an in-place filter from a table, click the Clear button on your Ty

terig range.
and ¢lick

ata ribhon.

re 21.15

IMPORTING AND EXPORTING DATA

i Using Excel, you can create 1 table using data from a fext file or Access databaSe, A SO
Server, non-Aceess and non-5QL database Fles, as well as from the web using o JL
your Data ribbon. Because you can now exporta file directly from Microsofy
Excel 2007 format, importing from a text file requires more explarnation than doeg ; -
from an Access database in most cases. Importing data from the Web requires 5 ]i‘ttl]hlpﬂmng
work, and you’ll learn about that in a later section titled “Creating and Using ¢ extra

n the Criteria Range
Ata minimum, this
your criteria include
“the criteria range

N Mmands on
Arn
“Cess o the

ced Filters” in the
b Queries.”
A text file is often used as the go-between file for moving data between progryy,
gram, such as Outlook, might export its data to 1 text file so that Fxcel can imyy
data—TFxcel cannot import Outlook data directly.

§. One pro-

default option under Ot that

sther Location Excel can also save a table to a text file. By exporting to a text file, other PrOg g sl
such as

1e top-left corner of Outlook can read the worksheet data you've prepared.
wwically, this locati Toi .. . . .
« 01‘1‘\71 : on To import a text file as a table, first position the insertion point in the cell Wherg
> WOrKsneet as . You want
fude col : tlml the data to appear. Make sure that no data appears helow or to the right of the lo U want
lude column labe . . - DCa ]
s you select, or it could be overwritten. I'hen follow these steps: ation that

need to extract every

1. Display your Data ribbon and click From Text from the Get External Dy, .
- “ Eroup.

2. Tn the Import Text File dialog box, select the file that you want to impaop and
1 - . * el wele
Tmport. The Text Import Wizard appears. < click
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1 the Criteria Range
At a minimum, this
‘our criteriz include
the criteria range

ed Filters” in the

default option under

ither Location

1e top-left corner of
gically, this location

s worksheet as the
hude column labels
need to extract every

i

e/ & Mv | range. For the extract range, pick a cell below the table and enter the fabel of the column
in this case). When you run the Advanced Filter, Excel
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» 'To filter out duplicate records, select the Unique Records Only check box. If you
filter the table in place, this option excludes those rows in which the values in
every column are identical. If you extract the results to a new location and specify
2 subsct of columns, Excel defines duplicates based only on the columns in the

extract range.

By extracting unigue records, you can quickly build a table of categories from a much
larger table like the one in the examples shown here. Use no conditions in the criteria

that you want to extract {Category,
displays a table of all the unique values in your Category cofumn, with no duplicates.

5. Click OK to apply the filter.

Use range names to skip some steps in this process. If you create named ranges called

|
E
o) ? 5
O il / o % each time you use it. Excel automatically creates a named criteria range each time you

Database and Extract, Excel automatically selects them in the Advanced Filter dialog box

e

use the Advanced Filter dialog box.

Advanced filters don’t update automatically when you enter new values in the criteria range.
To apply the new criteria, you need to reopen the Advanced Criteria dialog box and click
OK. To remove an in-place filter from a table, click the Clear button on your Data ribbon.
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fif Using Excel, you can create a table using data from a text file or Access database, » SQL

Server, non-Access and non-5QL database files, as well as from the web using commands on
your Data ribbon. Because you can now export a file directly from Microsoft Access to the
Excel 2007 format, importing from a text file requires more explanation than does importiag
from an Access database in most cases. Importing dasa from the Web requires a little extra
worlk, and you’ll learn about that in a later section titled “Creating and Using Web Queries.”

A text fie is often used as the go-becween file for moving data between programs. One pro-
gram, such as Outlook, might export its data to a text file so that Excel can import that
data—Excel cannot import Outlook data directdy.

Excel can also save a table to a text file. By exporting to a text file, other programs such as
Outlook can read the worksheet data you've prepared.

To import a text file as a table, first position the insertion point in the cell where you want
the data to appear. Make sure that no data appears below or to the right of the location that
you select, or it could be overwritien. Then follow these steps:

1. Display your Data ribbon and click From "Text from the Get External Data group.
7. Tn the Tmport Text File dialog box, sclect the file that you want to import, and click
Import. The Text Import Wizard appears.




